
My Assignments 
 
Creating an assignment is a valuable resource that allows educators the ability to 
create a multi-media assignment complete with questions and customized media 
(video and/or audio clips).  Similar to quizzes, assignments can not only be 
graded, but can contain media as well. To create an assignment, begin by using 
the My Assignments tab as seen below. 
 
  
Creating a new assignment:  
 

o Under the My Assignments tab (above), click on +New Assignment.  
 

o Once you do this, the screen below will appear:  
 

 
 

o Start by creating a title for your assignment i.e. State Capitals. Then begin 
writing a short description that addresses the objectives or directions for 
the assignment you are creating.  

 
Next, choose how you would like to add your questions. 
 
You can either add existing questions or you can add new questions. 

  
o To add an existing question, click Add an Existing Question.  

 
o Once you click this, a screen that has all of the questions you’ve created 

or chosen to copy over to your My Questions will appear (below).  



 

 
 

o To choose questions from your My Questions, simply select the box next 
to the question you want (a check will appear in the box). 

 
o Then click Add to Assignment.  

  
You will also be able to search the shared questions, labeled Learn360 
Questions by entering a keyword and clicking Search.  
 
Before you can add a Learn 360 Question to your assignment you must add it to 
your My Questions.  
 
To do this: 
 

o Click the box next to the question you want to put into your assignment 
and then click Copy question(s) to My Questions.  
 

o Once a question has been copied over to My Questions, you can add it to 
your assignment. 

o To add a new question, select Add a New Question. The Question 
creation screen will appear and you will be able to create on-the-fly 
questions in the same manner as you did in the My Questions tab. 



 

 
 

(For directions on how to create new questions, see My Questions Help Guide) 
 
After you are done selecting or creating questions, you now have to create a 
grade weight for each question so that it can be graded correctly. 
 
For example, if you have 4 questions you might make each questions worth 25 
points, similarly if you have 10 questions you might make each question worth 10 
points. Weighting questions allows you to also weight questions differently so if 
you want to make short answer questions more heavily weighted than true false, 
you have that flexibility. 
 
In the example below, the multiple choice and true/false are weighted 20 pts. 
each and the short answer weighted 40 pts.  
  
You have the ability to leave comments for each question. Comments are helpful 
if a question needs further explanation or special directions. 
 
The box for you to leave comments/instructions is to the right of each question 
(seen above).  
 
Adding a media file to an assignment: 
 
Because assignments are meant to further learning, you have the ability to create 
a mini-lesson by attaching media to help the student with the topics being taught 
and covered on the assignment. You can add a media file that exists on the 
Learn360 site, or you can add a customized playlist or slideshow that you’ve 
created. 

 
o To add a media file to an assignment, click on the Media File button. A 

pop-up will appear (below) where you will be able to choose from a media 
file you’ve created or one that exists on the Learn360 site. 



 
 
 

o Click the box next to the file you want to add to your assignment (a check 
mark will appear). 
 

o Once chosen, click Add to Assignment and you’ve successfully added 
the media to your assignment. Remember if are you choosing a shared 
playlist or slideshow, you will need to copy it to your folder (copy playlist(s) 
to My Playlists, copy slideshow(s)to My Slideshows) before you can 
click Add to Assignment. 

 
o After you have tailored the assignment to your specifications, click Save, 

and the assignment will appear in your My Assignments folder. 
 
Assigning an Assignment:  
 
After you’ve completed creating an assignment, now you can assign it to your 
students or even an entire class/group. After you’ve saved the quiz you will be 
directed to the screen below, which will list all of the quizzes you’ve created.   
  

 



o Simply click Assign below the title of the assignment you would like to 
assign. 

 
o A page similar to this will appear: 

 

 
 

o Choose Create a New Distribution.  
 

o This page will appear: 
 

 
 

o Select a start and end date for the assignment and to whom you would 
like to distribute the assignment to. 

 
o You can distribute the new assignment to your students and/or groups of 

students you’ve created. 



 
o By clicking on the drop down box you can choose to search from User 

Groups or individual users by first name, last name, or user name. 
 

o Once you’ve selected the individuals and/or groups you would like to 
assign the assignment to, click the orange arrow pointing to the right, and 
those groups/users will be moved over to the right hand box. 

 
o When you have included all desired groups and/or users, select 

Distribute Assignment, and your assignment will automatically be 
distributed to the users you selected.  

 
o The next time they log in to Learn360 they will see they have been given 

an assignment, it’s due date, and be able to complete it through their 
Learn 360 account.  

 
If your school/district doesn’t currently have student user names, you can still 
create assignments and distribute them to students by using the generic log in 
function.  
 
Your students will log on to Learn360, just as you do, with a user name and 
password, however, it will be the same for all the students (again, this is chosen 
by the district).  
 
They will be prompted to enter their name prior to completing the assignment so 
that you can score each assignment separately and account for students’ scores 
appropriately.  
  
Editing an Assignment: 
 
If you find that you made a mistake when creating your assignment, you can go 
back and edit what needs to be fixed. 
 

 
o To edit an assignment, click the Edit link under the title of the assignment 

(above). 
 

o This page will appear: 
 



 
 

o You may then change the title and/or description of the assignment, along 
with the questions or media you added.  

 
o When you are done editing the assignment, click Save and your 

assignment will be updated in your My Assignments folder. 
 

 
Previewing your Assignment: 
 
Previewing your assignment allows you to see what your students will see when 
they are given the assignment. You may do a run through of the assignment and 
make sure it is to your specifications. 
 

 
 
o To preview an assignment, click the Preview link below the title of the 

assignment you wish to preview (above). 
 

o Your assignment will then appear on your screen (below). 
 



 
 
Adding a folder to My Assignments: 
 
Adding folders is a great way to organize your assignments. Many teachers find 
this helpful when coordinating documents with certain classes.  
 

o To do this, click Add Folder at the bottom of the My Assignments tab 
(see top of page). 



o This pop-up will appear: 
 

 
 

o After naming the folder, click Save 
 

Now you will be able to move created assignments to your desired folder. 
 
Move your Assignments: 
 
Moving assignments allows you to organize your assignments in different folders 
within the My Assignments tab.  
 

o Once assignments are in your My Assignments section, you now have 
the ability to organize them into folders.     
 

o Click the Move link under the title of the assignment you wish to move.  
 

o A Move Item window will pop up with a drop down bar that allows you to 
select the folder where you would like to move your assignment.   

 

 
 

o After selecting a folder, click Move and the assignment will transfer to the 
folder you have selected.  

 
o Your file will now appear in your selected folder. 

 


